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spective,” “Word Processing,” 


DP ADMINISTRATION 


Can We Afford to Economize on Accuracy? 
—Data processing efficiency gained at the cost 
of precision is a wasteful use of one of man- 


agement’s most powerful tools; by William . 


Exton Jr., management consultant, New York 
(July, p. 22). 

Conducting a Value Analysis Program—lIt can 
Reduce costs and simplify DP system designs ; 
by Belden Menkus, contributing editor (EDPer- 
spective, Dec., p. 94) 

Criteria for Selecting a Time-sharing Or- 
ganization—Selection can be based on the 
bureau’s experience and specialties, the level 
of service and security it can provide, and 
feedback from other customers; by Belden 
Menkus, contributing editor (EDPerspective, 
Feb., p. 90). 

Data Base Management: Getting More Than 
You Paid For—Software developments now 
allow executives to draw complete, integrated 
information on one subject stored in separate 
units; by Belden Menkus, contributing editor 
(May, p. 88). 

Five Ways to Gauge DP Effectiveness— 
Work, budgets, use requirements, and _ staff 
members’ technical skill can be used as good 
criteria to measure the data center staff's 
work; by Belden Menkus, contributing editor 
(EDPerspective, Jan., p. 102). 

How a Company Simplified Mass Data Con- 
version—With the installation of an automated 
DP system, updating information on customers 
and policies has become much easier; by 
James J. Springer, records manager, Federal 
Life Insurance Corp., Glenview, Ill. (Aug., 
p. 52). 

Insurance Coverage for Corporate Data 
Files—Most coverage provides grossly inade- 
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quate protection for such a crucial asset; by 
Belden Menkus, contributing editor (EDPer- 
spective, March, p. 126). 

Optical Character Recognition—OCR may 
offer a solution to the computer’s inability to 
absorb data fast enough; by Belden Menkus, 
contributing editor (EDPerspective, July, p. 
90). 

Purchasing an Office’s First DP Equipment— 
This is one of the most complex areas in 
which managerial decisions must be made; by 
Belden Menkus, contributing editor (EDPer- 
spective, Aug., p. 78). 

Putting ‘Pow’ in Your DP System—Poinit- 
of-Work terminals can be one of management’s 
best handles on large amounts of data; by 
David McKown, engineer, Westinghouse Elec- 
tric Corp., Pittsburgh (Sept., p. 71). 

Rating Off-premises Data Centers—How to 
insure the selection of the service bureau that 
will best suit your needs; by Michael J. 
Cerullo, associate professor of accounting, 
University of Wyoming, Laramie (May, p. 77). 

Reducing High Turnover in Your DP De- 
partment —-Restructure the supervisors by 
integrating them into the management main- 
stream; by Belden Menkus, contributing editor 
(EDPerspective, May, p. 118). 

Reducing Power Consumption—Heat re- 
eovery systems and energy management pro- 
grams are two methods that DP managers can 
employ ; by Belden Menkus, contributing editor 
(EDPerspective, June, p. 100). 

Selective Information Filtering—When top- 
level management wants its data load reduced, 
this method may help, but it also carries the 
risk of abuse; by Belden Menkus, contributing 
editor (EDPerspective, April, p. 116). 

The Tell-tale Signs of a Weak Consultant— 
Carefully chosen DP advisers can recommend 
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systems changes that can offset the high cost 
of their services; by Gilbert A. Powell, Litton, 
Calder and Associates, Park Ridge, Ill. (Aug, 
p.: 22). 

Tiny Bubbles Mean Cheaper Memory—A 
revolutionary technology development promises 
to reduce significantly both the size and cost 
of computers; by Victor Lederer, assistant 
editor (June, p. 80). 

Understanding Rapid Improvements of DP 
Technology—Management’s understanding of 
its role has matured more slowly than the 
technology; by Belden Menkus, contributing 
editor (EDPerspective, Oct., p. 126). 

Unionizing the Data Center—Operating 
eosts undoubtedly will increase, but the pres- 
sure of handling personnel problems will 
subside; by Belden Menkus, contributing 
editor (EDPerspective, Sept., p. 124). 


EDITORIALS 


Certification Plan Is Dropped by NMA, but 
at AMS It Thrives—While the National Micro- 
graphics Association has dropped its plan for 
a certification program, the Administrative 
Management Society certifications are thriving 
(Oct., p. 25). 

Don’t Be Future-Shocked, but the Office of 
Tomorrow Is Coming through the Door— 
Prophecies of greater interaction and _ tele- 
communication among information processing 
functions are coming true (Aug., p. 21). 

Even Paper Companies Can Appreciate a 
Cut in Paperwork—Bert Lance will be in the 
forefront in an effort to cut back on paper- 
work (May, p. 25). 

Information, Yes, but How Much and in 
What Form?—How will future technology 


99 


a | 
se 


s 
s 
s 
5 


affect the ways we receive information (Jan., 
p. 23). 

In Getting Ahead First Ask Yourself 
‘Ahead to What’—Be true to yourself within 
a sensible plan of action (May, p. 25). 

Management Survey—Executives say work 
is its own reward (Dec., p. 25). 

Managers Are Attending More Trade Shows, 
Seminars This Year—Twenty percent of exec- 
utives surveyed said they will attend four to 
six conferences this year in contrast to 15 
percent in 1976 (July, p. 21). 

Mandatory Retirement—The new law may 
not be as bad as some now fear (Dec., p. 25). 

Meetings to Focus on the Link Between WP 
and the Graphic Arts—The two once separate 
worlds are beginning to merge (Sept., p. 27). 

Office Politics and the Fight for Control of 
Future Systems—A power question: Who will 
control the office of the future? (Oct., p. 25). 

One Hundred Years Ago Our Company Got 
Its Start—1977 is Geyer-McAllister’s centennial 
year (Jan., p. 23). 

Putting Benefits Information into Simple 
Language Can Sure Get Complicated—New 
regulations on summary pension plan descrip- 
tions have been issued by the Department of 
Labor (June, p. 25). 

Some Scary Data on the Spread of Com- 
puter Crime—A Senate committee investigation 
suggests that computer crimes cost American 
business more than $500 million this year 
(Aug., p. 21). 

The Information Manager: Systems Special- 
ist or an Information Literate?—Paul Zur- 
kowski, head of the Information Industry 
Association, has some provocative ideas for 
people who manage information (April, p. 25). 

The Message in the Ancient Slabs of Ebla— 
Italian archeologists digging in Syria have 
unearthed the administrative center of a little- 
known kingdom (Feb., p. 25). 

The Manager as Person and as ‘Privileged 
Character’ Stereotype—The role of manager 
is widely misunderstood and often heavily 
overloaded with unrecognized responsibility 
(March, p. 25). 

The Non-Smokers Win One in an Office- 
based Case—A non-smoker took her case to 
court’ and won a ban on smoking in her 
office (June, p. 25). 

The Not So Quiet Image of AMS Begins to 
Stir—The Administrative Management Society 
has a new assertive personality (July, p. 21). 

They’ve Been to College but They Still Can’t 
Write—Many students graduate without the 
necessary good writing skills (Sept., p. 27). 

White Collar Share Goes Up but Manager’s 
Jobs Hold Steady—A report of the 1976 Sta- 
tistical Abstract of the U.S. (March, p. 25). 


FINANCIAL MANAGEMENT 


A Committee Audit—Audit committees are 
becoming increasingly important to the public 
image of many large organizations (Memo, 
Feb., p. 9). 

A Method for Determining What the Job 
Is Worth—The “least squares’? conversion 
method of evaluating levels of compensation 
is one of the best management tools of its 
kind; by Leonard N. Persson, associate pro- 
fessor of business, Sacred Heart University, 
Bridgeport, Conn. (March, p. 57). 

A Mil Difference Means Saving $3,000— 
Measuring costs down to the fractions of 
cents adds up to a giant savings for TRW 
(Sept., p. 76). 

Beating the Deadline—The elimination of 
the April 15 income tax filing date and sub- 
stitution of a new plan that might ease 
yearly tax burdens has been proposed (Memo, 
June, p. 13). 

Blue Skies—The economic outlook is better 
than it was in January for many business 
credit executives (Memo, June, p. 14). 

Breaking Even—Break-even analysis has 
become a critical management tool (Memo, 
Sept., p. 11). 

Controlling T & E in a Fast-Moving Firm— 
Travel and _ entertainment expenses. are 
fraught with the possibility of cheating and 
just plain mistakes; by Robert E. Heinemann, 
president, R.E. Heinemann & Co., Glaston- 
bury, Conn. (Sept., p. 76). 

EFT Voices—Credit transfers via electronic 
systems have been discussed for years and 
now implementation seems imminent (Memo, 
Feb., p. 9). 

Figuring the Costs of Photocomp Systems— 
The key to selecting an in-house typesetting 
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system is the ability to predict its operating 
cost; by Frank Romano, consultant, Salem, 
N.H. (Oct., p. 69). 

Grounded—If your airline reservations are 
cancelled due to overbooking, the airline could 
owe you your ticket cost plus up to $200. 
(Memo, Feb., p. 10). 

Managers Want the Economy Run Like a 
Business—-Forty-six management consultants 
eall for a return to the “basics of manage- 
ment” in running the national economy; by 
Victor Lederer, assistant editor (July, p. 60). 

New WATS Rates Mean Higher Costs for 
Large-volume Users—Under a mandate from 
the Federal Communications Commission, 
AT&T has instituted new rules for its biggest 
money maker; by Frank K. Griesinger, con- 
tributing editor (July, p. 45). 

No Panacea—Many executives assert that 
the current financial planning procedures 
would be improved if aspects of zero-base 
budgeting were included (Memo, June, p. 14). 

Recession Backlash—Disintegration of sales 
and marketing structures in 1970-71 is a 
factor in the economy’s sluggish recovery 
(Memo, Jan. p. 10). 

Sink or Swim?—Federal legislation designed 
to make product liability insurance more af- 
fordable for small business is beginning to 
gain momentum in Congress (Memo, May, 
p. 11). 

Tax Recovery—A new organization dealing 
with payroll tax recovery offers its know- 
ledge and expertise to management (Memo, 
Nov., p. 12). 

Tax Report—Repercussions of the recent 
tax reform act are discussed (Memo, Jan., 
p. 9). 

What’s the Price When a Company Buys 
from Itself?—Intracorporate transfer pricing 
is a favorite political football in large firms 
that often results in promoting serious dis- 
putes at the divisional managerial level; by 
Samir P. Dagher, Marywood College, Scranton, 
Pa. (May, p. 32). 

Who Pays More?—A recent study indicates 
that European pay levels are rising more 
rapidly than those in the U.S. (Memo, April, 
pm. 33). 

Xerox Pays Off—Settlement of patent suits 
cost the copier giant $10 million during 
November 1976 (Memo, Feb., p. 9). 


MANAGEMENT OVERVIEW 


A Manager’s Training Film Festival—A 
source guide to visual media available for 
educating managers; by Debra Gottheimer, 
assistant editor (July, p. 24). 

An Update on Job Enrichment—While job 
enrichment programs may vary according to 
the organization, their success always depends 
upon a firm commitment from management ; 
by Kishan S. Bagadia, mechanical engineer, 
Kargard Industries, Marinette, Wis. (Feb., 
p. 52). 

City or Suburb—Which Is Best for an Office 
Site?—Six managers discuss the pros and the 
cons of locale, including the questions of 
energy and crime; produced by Walter A. 
Kleinschrod, editor (Oct., p. 28). 

Ethics in Question—A recent survey indi- 
eates that a majority of Americans believe 
that there has been a letdown in ethical and 
moral practices (Memo, May, p. 11). 

More Bureaucracy?—A recent survey indi- 
cates that many managers have reservations 
about the institution of a national health in- 
surance (Memo, Oct., p. 11). 

Paperwork in Russia: A Systems Experience 
—Easy things take long to accomplish, but 
the stress in Soviet circles is on management 
improvement; by Walter A. Kleinschrod, 
editor (April, p. 30). 

Privacy Guidelines—A step-by-step program 
offered by the Data Processing Management 
Association (Memo, May, p. 11). 

Purchasing Values—A recent survey by the 
Eastman Kodak Co. shows how a_ large 
sampling of administrative managers ranks 
priorities when making purchasing decisions 
on office systems (Memo, Jan., p. 10). 

Taking Risks and the Penalties of Playing 
It Safe—‘‘Laying your job on the line” in 
talking up for needed improvements is one 
of the biggest challenges middle managers 
face; by Richard E. Hanson, R. E. Hanson 
and Associates, management consultants, 
Setauket, N.Y. (June, p. 26). 

The Blue Collar View of Management— 
Today's laborers are very different from those 


of a generation ago, and their view of the 
people they work for demands a reassessment 
of practices; by David Kramarsky, associate 
editor (March, p. 26). 

The Challenge of Business/Government Co- 
operation—-A new global economic order will 
come from an awareness of mutual depen- 
dency between users and producers of vital 
raw materials; by Andre Van Dam, corporate 
planner, Buenos Aires (Aug., p. 41). 

The Lawyers Love It—The number of busi- 
ness cases filed in Federal courts in 1974 was 
up nearly 350 percent from 1964 (Memo, 
Feb., p. 10). 

Where Companies Place the Administrative 
Function—Given the variety of organizations 
and the differences in their structures, the 
position can be a vice-president for adminis- 
tration or a line supervisor; by Bea Scala, 
managing editor (March, p. 93). 

Women in Management—A study of 184 
working women points out major character- 
istics about management development and 
future needs of women (Memo, May, p. 12). 


OFFICE ENVIRONMENT 


Administrative Focal Point for a Corporate 
Campus—‘“‘Office of the Year’ honorable men- 
tion award. Abbott Laboratories’ new addi- 
tion to its corporate headquarters brings to- 
gether more than 500 employers previously 
scattered in offices throughout the area; by 
Debra Gottheimer, assistant editor (May, p. 


9). 

A Light Note—A new system designed to 
control lights and other electrical appliances 
based on the presence of people in a room 
is nearing commercial availability (Memo, 
Feb., p. 10). 

An Energy Casebook for Management— 
Businesses are learning to meet their power 
needs by conserving current resources and 
shifting to new technologies; by Victor 
Lederer, assistant editor (Aug., p. 24). 

An Energy Waster That Saw the Light— 
“Office of the Year’? award of merit. Midway 
in the construction process plans were re- 
vamped to rejuce the amount of power the 
United Services Aut bile A iation build- 
ing, San Antonio, would consume; by Bea 
Scala, managing editor (March, p. 31). 

An Office that Serves the Walk-in Public— 
“Office of the Year’’ honorable mention award. 
Blue Cross/Blue Shield of New York created 
a center that combines efficiency with com- 
fort in an open, airy environment; by Victor 
Lederer, assistant editor (June, p. 57). 

Contracting for Standards of Service in 
Leased Office Space—The configuration and 
quality of the area you get in rented premises 
are as important in the contract negotiation 
as the cost per square foot; by John King, 
vice president, ISD Inc., New York (Feb., 
p. 638). 

Shipping Company’s Offices on the Pier Were 
Once a Warehouse—“‘Office of the Year”? award 
of merit. A firm’s dismay at leaving offices 
overlooking a harbor ended when management 
rehabilitated a structure that offered the same 
view and twice the space; by Debra Gott- 
heimer, assistant editor (March, p. 33). 

Super Service Built into the Layout—‘Office 
of the Year” honorable mention award. 
Detroit Edison relocated six offices into one 
efficient, flexible, and attractive installation 
(April, p. 39). 

The Shrinking Square Foot—The perils of 
the dimension’s diverging definitions in real- 
tor’s terms face managers who lease office 
space; by Robert L. Collins, controller of real 
estate and general services, McGraw-Hill Inc., 
New York (Oct., p. 26). 

They Took the Best and Built from There— 
“Office of the Year” first award winner. A 
new office that uses state-of-the-art systems 
and planning concepts is the administrative 
headquarters of the Ball Corp. (Feb., p. 27). 

Wallcoverings: They’re More Than Just 
Paint—The product’s selection should depend 
on its serviceability and the decor require- 
ments of the area; by Debra Gottheimer, 
assistant editor (Sept., p. 34). 

What’s Wrong with This Office?—How to 
correct safety and security problems, by Debra 
Gottheimer, assistant editor (June, p. 30). 


OFFICE EQUIPMENT 


Addressing Systems: They Get Out the Mail 


ADMINISTRATIVE MANAGEMENT 


—and Then Some—Volume, speed, and cost 
effectiveness are not the only criteria for 
choosing a technique; by Debra Gottheimer, 
assistant editor (Sept., p. 31). , 

Building Blocks of the Open Office: 1. 
Workstation Concepts—Those modular furni- 
ture units are becoming increasingly func- 
tion-oriented; by Bea Scala, managing editor 
(Tools of Administration, June, p. 39). 

The Open Office: 2. Task Lighting—The 
economic value and the possibility of tax 
credits for energy saving make local illumi- 
nation a sensible option; by Bea Scala, man- 
aging editor (June, p. 49). 

The Open Orifice: 3. Seating—How Not to 
Play Musical Chairs—People take office seat- 
ing for granted, often sacrificing their health 
and comfort for the sake of cost and design; 
by Debra Gottheimer, assistant editor (June, 
p. 52). a 

Calculators: The Applications Are Un- 
limited—These units are more compact and 
can do more than ever; by Victor Lederer, 
assistant editor (July, p. 53). 

Dictation Equip t: Conv Safe, and 
Built with the User in Mind—Manufacturers 
have streamlined the three basic types of 
units: portables, desktops, and centralized 
systems; by Victor Lederer, assistant editor 
(Tools of Administration, Oct., p. 53). 

The New Copiers: Some Get Smarter, Others 
Get Smaller—The annual round-up of auto- 
mated duplicating equipment shows that the 
trend away from the mid-range unit toward 
larger and smaller copiers is continuing; by 
Victor Lederer, assistant editor (Tools of Ad- 
ministration, Dec., p. 37). 

Mail the Postman Doesn’t Carry—Eighty 
percent of business correspondence that travels 
by first class mail soon could be transmitted 
electronically via telephone lines; by Debra 
Gottheimer, assistant editor (Tools of Ad- 
ministration, March, p. 82). 

Microfilm for ’77: Improving the Originals— 
A look at what the vendors will be offering 
at this year’s National Micrographics Asso- 
ciation conference; by Joe Kish, contributing 
editor (Tools of Administration, May, p. 62). 

Photocomposition Finds Its Place in the WP 
Environment—Recent technical advances have 
brought word processing and_ typesetting 
closer together and within reach of many 
businesses; by Frank Romano, management 
consultant, Salem, N.H. (Tools of Adminis- 
tration, April, p. 33). 

Push a Button, Find a File—Mobile filing 
and retrieval equipment offers more storage 
space and faster access; by Debra Gottheimer, 
assistant editor (Tools of Administration, 
Jan., p. 34). 

The Duplicator: Still the Work-horse of 
In-plant Repro—These machines probably will 
be part of the office scene indefinitely; by 
Richard E. Hanson, R.E. Hanson and Associ- 
ates, management consultant, Setauket, N.Y. 
(Tools of Administration, Sepvt., p. 43). 

The Enigmatic Intelligent Terminal Expands 
Capabilities—Intelligent terminals must be de- 
fined in terms of what they can do, as well 
as in terms of the physical elements from 
which they are constructed; by Belden Men- 
kus, contributing editor (March, p. 82). 

Mag Media Filing: The Organizer behind 
DP and WP-—Housing for computerized in- 
formation processing systems is becoming 
increasingly important as information han- 
dling becomes more and more decentralized ; 
by Debra Gottheimer, assistant editor (Dec., 


. 60). 

The New Options in Text Editors: Perform- 
ance at Lower Cost-—-Smaller price tags on 
newer word processing equipment allow it to 
be placed throughout the company’ with 
greater economic justification; by Charles 
Cumpston, contributing editor (Tools of Ad- 
ministration, Aug., p. 29). 

The New PABXs: Improved Technology 
and Greater Variety—The interconnect in- 
dustry thrives with the wide selection of new 
equipment available; by Frank K. Griesinger, 
contributing editor (Tools of Administration, 
July, p. 29). 

The ‘Super Dupers’—Technology advances in 
automated duplicating have created a market 
environment similar to a battle of the giants ; 
by Richard E. Hanson, R. E. Hanson and 
Associates, management consultant, Setauket, 
N.Y. (Jan., p. 53). 

Winning the Paper Chase—The three es- 
sential steps to any paper processing operation 
are originating, collating or sorting, and 
finishing; by Debra Gottheimer, assistant 
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editor (Tools of Administration, Feb., p. 35). 


PERSONNEL 


Adequate Privacy—Most of the managers 
responding to a recent survey said that cur- 
rent policies of their organization regarding 
the collection of personal information are 
adequate in light of existing and pending 
legislation (Memo, Feb., p. 9). 

Affirmative Action and the Bakke Case— 
Personnel managers and attorneys provide 
some educated speculation on what various 
decisions by the Supreme Court may mean; 
by Bea Scala, managing editor (Dec., p. 26). 

Affirmative Confusion—It is not unusual for 
large companies to communicate conflicting 
positions regarding affirmative action (Memo, 
Feb., p. 10). 

Alcoholism at Work—According to a recent 
report, alcoholism will cost workers and 
companies $10 to $12 billion this year (Memo, 
April, p. 12). 

Appraisal Systems Measure On-the-Job Effec- 
tiveness—Development of a method to evaluate 
performance after managers are recruited is 
important for realizing top administration’s 
goals; by William C. Howe, management con- 
sultant, New York (May, p. 26). 

Corporate Traffic Managers Help Employers 
Avoid the Transfer Blues—One specialist in- 
sists on close communication with the family 
in order to prevent an unsettling experience 
(Oct., p. 49). 

Cutting Shared Time—A new high-level 
corporate position, the outside services co- 
ordinator, is being noticed on the scene 
(Memo, Feb., p. 10). 

Employment Bias—Guidelines for EEOC 
compliance (Memo, Oct., p. 12). 

Ethics Programs Can Help Companies Set 
Standards of Conduct—With the rise of cor- 
porate scandals, firms must establish guide- 
lines applicable to all personnel; by Otto P. 
Kramer, management consultant, Massapequa 
Park, N.Y. (Jan., p. 46). 

Headhunters’ Criteria—Three major factors 
in sizing up possible candidates for manage- 
ment jobs (Memo, July, p. 10). 

High Test—A new method of accessing 
executive potential is discussed (Memo, March, 
p. 10). 

Hiring the Handicapped—A nationwide data 
information system to assist the business 
community in identifying and recruiting the 
employable handicapped is being developed 
(Memo, July, p. 9). 

How Long to Stay?—Job-hopping is a lia- 
bility to managers seeking to improve their 
positions, but spending too much time in 
the same job without advancement is as great 
a liability (Memo, March, p. 65). 

Mandatory Retirement—A survey shows, if 
enacted, it will have little effect on the next 
decade’s hiring (Memo, Sept., p. 12). 

Office Temps: New Strategies, New Bene- 
fits—There are ways to make use of temps 
pay, if a company understands its long-term 
personnel needs; by Victor Lederer, assistant 
editor (May, p. 42). 

Office Work Shortage—The most severe 
shortage in the 1980s market will be among 
jobs that require office skills (Memo, Sept., 
p. 12). 

Pay or Perisa-—Retiring state and municipal 
employees may find themselves unable to col- 
lect their pension benefits. Congress con- 
siders extension of the Employment Retirement 
Income Security Act to public employees 
(Memo, April, p. 11). 

Personnel Problem Clinic—Monthly Q/A col- 
umn by Paul A. King, contributing editor. 
Topics include: OSHA _ inspections; inad- 
vertent violations of child labor laws; job 
references and discrimination (Jan., p. 106). 
... employee physical exams; educational 
requirements for a job; early retirement age 
as discriminatory practice (Feb., p. 94). 
... Labor Department involvement in age 
discrimination cases; company negligence in 
changing an employee’s insurance coverage; 
Gulf Oil gives back pay to employees with 
discrimination claims against the company 
(March, p. 130). 

... reviewing pension benefits beyond ERISA 
requirements; sickle-cell anemia and_  dis- 
crimination; EEOC inspections and_ racial 
discrimination (April, p. 120). 

. .. disclosure of Labor Department inspec- 
tion criteria to employers; reverse sexual 
discrimination; beards and employer policies 


(May, p. 122). 
... Salary discussions among employees; a 
freelance computer programmer not covered 
by the Federal Wage-Hour Law; religious 
practices interfering with work (June, p. 
104). 
. . . physical handicaps and discrimination in 
Rhode Island; pension plan with early re- 
tirement provisions; menial labor and racial 
discrimination (July, p. 94). 
. +. women’s right to use their maiden names: 
epileptics’ right to a job if illness is con- 
trolled; right of unwed mothers to jobs 
(Aug., p. 80). 
. - . exclusion from a pension plan of newly 
hired employees who would have fewer than 
five years of employment before reaching the 
plan’s retirement date; legal fees and dis- 
crimination cases (Sept., p. 128). 
. .. employers must prove why an applicant 
is unqualified for a job; pension plans must 
be letter-perfect ; reverse sexual discrimination 
(Oct., p. 128). 
+ + . necessity of on-the-job training; pen- 
alties for the misuse of withholding tax; 
employees’ abuse of coffee break (Nov., p. 
112). 
- .. employees’ right to appeal job evalu- 
ations; state laws against employing illegal 
aliens; employees’ right not to have pay 
deducted for any indebtedness unless specifi- 
eally agreed to (Dec., p. 96). 

Pressure Cooker—A number of programs 
have achieved remarkable results in reducing 
hypertension among employees (Memo, May, 


Plan Strategies under ERISA— 
Some firms are trying to adjust to the law 
which leaves administrators wide open to 
accusations of imprudence; by Victor Leder- 
er, assistant editor (Nov., p. 30). 

Protection from Unfair Dismissal: It’s Up 
to the Judge—Non-union employees deserve 
safeguards from discharge, as do small com- 
panies from ruinous lawsuits brought by 
former workers; by Lipman G. Feld, vice- 
president, Cen-Cor Corp., New York (April, 
p. 59). 

Ten Common Mistakes of Secretarial Train- 
ing—This list explains how to avoid them; 
Vera Hilliard, management consultant, Cos 
Cob, Conn. (Dec., p. 32). 

The Retirement Game: How to Play Fair— 
You owe your employees some preparation. 
Don’t wait until they ask questions about 
their benefits to provide information; by Otto © 
P. Kramer, management consultant, Massa- 
pequa Park, New York (March, p. 65). 

Those Qualified Applicants and Their Phony 
Credentials—Many unqualified job seekers do 
not deal with the business world on a tradi- 
tional basis; by Kenneth C. Cooper, KCA 
Management Consultants, St. Louis (Aug., 
p. 44). 

Will Congress Put Mandatory Retirement 
Out to Pasture?—Top management hopes not; 
by Victor Lederer, assistant editor (Sept., 
p. 28). 


SYSTEMS IMPROVEMENT 


Automated Micrographic Systems—The big 
payoff lies in the mating of computer and 
film; by Joe Kish, contributing editor (Nov., 
p. 110). 

Citicorp’s View of ‘Paradise’—The second 
largest financial institution in the country 
gears up for customer needs and the tech- 
nology that is shaping the future of bank- 
ing; by Bea Scala, managing editor (April, 
p. 26). 

COM On—Many organizations ove:took 
potential cost reductions and system enhance- 
ments that are possible by merging on-line 
and COM technology (Memo, July, p. 9). 

Costs of COM and EDP Hard Copy—Deter- 
mining the costs includes comparing stock, 
processing conversion, and duplicating charges ; 
by Joe Kish, contributing editor (Micro- 
graphics, March, p. 128). 

Costs of COM vs. Costs of EDP Printout— 
A detailed exporation of a method for con- 
ducting this analysis; by Joe Kish, contribut- 
ing editor (Micrographies, Jan., p. 9). 

Exploring the Link Between DP and WP— 
The marriage of word and data processing 
into the same hardware is creating a whole 
new department of information processing in 
some companies; by Amy P. Wohl, Datapro 
Reports, Delran, N.J. (Oct., p. 43). 

Holographic Memory—The first memory sys- 
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tem based on laser technology is now about 
six months away from commercial availability 
(Memo, Jan., p. 10). 

IBM Scores Design—Structual program .de- 
sign is discussed comparing IBM’s improved 
program techniques and a new design de- 
veloped by Michael Jackson Systems Ltd. 
(Memo, Jan. p. 9). 

It’s Your Computer, So Don’t Let Out- 
siders Make Your Decisions—Mangament re- 
sponsibility only begins with vendor selec- 
tion. It must also include detailed specification 
and monitoring of the system; by Robert E. 
Berkman, R. E. Berkman Management Asso- 
ciates, Ridgewood, N.J. (Feb., p. 32). 

Lasertubes—-A breakthrough in information 
display technology has been made using laser 
beams (Memo, Aug., p. 7). 

Management’s Alternatives to the Mails— 
Advanced technologies vs. the Postal Service; 
by Victor Lederer, assistant editor (Nov., 
p. 52). 

Management Controls for Good Documenta- 
tion—When accurate information gathering 
and formalizing techniques are sacrificed, you 
are essentially guaranteeing that the output 
will be faulty; by Howard Schaeffer, man- 
agement consultant, Newton, N.J. (Aug., p. 
56). 

Manager as Forms Designer—A Cost/Effi- 
ciency Approach—No business needs useless 
forms, especially not one involved in diverse 
operations; by Debra Gottheimer, assistant 
editor (April, p. 64). 

Microfilm Cleaning—The various methods 
differ more in efficiency than in cost; by Joe 
Kish, contributing editor (Micrographics, 
Sept., p. 126). 

Microfilm’s Value—As a copying medium, it 
has improved for legal, economic, and practical 
reasons; by Joe Kish, contributing editor 
(Micrographics, May, p. 120). 

Micrographics: An Environment for De- 
velopment—Instead of adopting a “‘firefight- 
ing” approach to record systems, many firms 
could, with adequate planning, use the tech- 
nology to great advantage; by Ronald Blei- 
berg, micrographics coordinator, Chesebrough 
Ponds Inc., Trumbull, Conn. (Nov., p. 46). 

Mini News—Minicomputer users now have 
their own organization to aid in solving 
problems and developing dialogue (Memo, 
Jan., p. 10). : 

Mobile-izing Paperwork—Document  con- 
veyer systems that operate at high speeds 
ean provide a vital communication link be- 
tween departments; by Debra Gottheimer, 
assistant editor (Oct., p. 34). 

Options in Forms Designs—Businesses should 
analyze their needs carefully before designing 
new forms; by Debra Gottheimer, assistant 
editor (April, p. 63). 

Purchasing Reconditioned Systems Equip- 
ment—How managers can upgrade their micro- 
graphics systems while holding to operating 
budgets; by Joe Kish, contributing editor 
(Micrographics, July, p. 92). 

Small Business Computers: Simple, Brainy, 
and Cheap—The determining factor in choos- 
ing DP equipment will be on what tasks it 
can accomplish rather than its inherent ge- 
neric capability; by Belden Menkus, con- 
tributing editor (Tools of Administration, 
Nov., p. 33). 

SBCs in Use—A trucking firm uses IBM’s 
System/32 to generate timely reports (Nov., 
p. 35); Wright Line employs an Inforex 5000 
to aid business development (Nov., p. 37); 
Manufacturer manages payroll and inventory 
with ‘Reality’ (Nov., p. 39); Basic/Four 
helps food commissary operation track its pro- 
fits (Nov., p. 41). 

System Monitors Are Management’s Right 
Hand—They assist administrators in doing 
some realistic budgeting and in certain cases, 
help cut down on wasteful equipment usage ; 
by Victor Lederer, assistant editor (Dec., p. 


56). 

WP Linked to DP is Best Foods Customer 
Connection—Best Foods has responded to the 
challenge of customer correspondence’ by 
means of sophisticated data and word pro- 
cessing (June, p. 63). 


TELECOMMUNICATIONS 


AIOD vs. Manual Control of Long Distance 
Costs—Although call control methods in- 
variably result in some reduction of phone 
abuse, every business should choose its sys- 
tem carefully; by Frank K. Griesinger, con- 
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tributing editor (April, p. 71). 

Business Satellites in Management’s Orbit— 
Many companies may benefit from satellite 
communications systems which are faster, 
more reliable, and more economical than ter- 
restrial means; by David Kramarsky, associate 
editor (Jan., p. 28). 

Electronic Mail—TDX Telecommunications 
has introduced an alternative to Western 
Union’s mailgram called Datapost (Memo, 
Sept., p. 11). 

End of Telpak—AT&T’s recent cancellation 
of Telpak is going to have major repercus- 
sions on about 200 of Bell’s biggest customers 
(Memo, July, p. 9). 

In Search of the Year 2000—When the next 
century starts, the office will be transformed 
by new information pr i requir ts ; 
by Charles R. Dillon, international president 
of the In-plant Printing Management Associa- 
tion (Jan., p. 32). 

Saving on Telecommunications Today— 
Simple ways for managers to cut costs; by 
Frank K. Griesinger, contributing editor 
(Jan., p. 30). 

Telecommunications: Issues Abound, Argu- 
ments Mount Up—Regardless of whether the 
“Bell Bills’? are passed by Congress, the 
questions they raise about our national policy 
are worth considering; by Bea Scala, manag- 
ing editor (May, p. 30). 

The Bell Tolls—A recent report reviews the 
warning that only Bell System and its af- 
filiates will survive a coming telecommunica- 
tions battle (Memo, March, p. 9). 

The Management Communications Highway 
Today and Tomorrow—The technologies exist 
to integrate management information systems 
—they just have to be linked together to 
create broadband networks; by Norman H. 
Wright Jr., engineering staff administrator, 
Jerrold Electronics Corp., Horsham, Pa. (Jan., 
p. 26). 

There’s More to Telecommunications than 
Buying the System—Budgeting, teaching, and 
plans for expansion are vital to managing it 
well; by Frank K. Griesinger, contributing 
editor (Sept., p. 55). 

The Way It Is . . . The Way It’s Going to 
Be—Telecommunications systems of today and 
tomorrow (Jan., p. 24). 

Using Crossbar on a Grand Scale—A satis- 
fied user of an interconnected telephone sys- 
tem, Combustion Engineering Corp., Windsor, 
Conn., speaks out about its computer-controlled 
installation; by Frank K. Griesinger, con- 
tributing editor (Noy., p. 64). 

The Realities of Electronic Mail—This new 
information processing/handling network will 
create some new ma t probl in its 
effort to solve other ones; by Debra Gott- 
heimer, assistant editor (Dec., p. 28). 


WORD PROCESSING 


Destroying the Myths about Word Process- 
ing—Separating user fact from vendor fiction, 
an Atlanta bank approached its conversion 
from a logical point of view, and in the 
process, found some accepted facts to be 
cliches ; by Barry Lawson vice president, First 
National Bank of Atlanta (Nov., p. 57). 

IBM’s Office System 6—This new text- 
editing series is composed of modular equip- 
ment; by Charles Cumpston, contributing edi- 
tor (Word Processing, Oct., p. 124). 

Lower Priced Text Editing Equipment— 
Manufacturers are responding to user demand 
for less expensive systems; by Charles Cump- 
ston, contributing editor (Word Processing, 
June, p. 102). 

Should WP Operators Be Trained In-house 
or by the Vendor?—The choice must depend 
on organizational resources ; by Charles Cump- 
ston, contributing editor (Word Processing, 
Feb., p. 92). 

Word Originators’ Skepticism in Using WP 
Dictation Equipment—It can be allayed by 
educating them to the time saving virtues of 
these systems; by Charles Cumpston, contrib- 
uting editor (Word Processing, April, p. 118). 

WP: How It’s Changed Us and Where We 
Go from Here—Managers responsible for WP 
within their organizations evaluate their oper- 
ations; by Rosanna Hansen, freelance writer 
New Rochelle, N.Y. (June, p. 33). 

Organizations Recognize the Need for Type- 
setting—Managers are beginning to investigate 
how it can best be integrated and _ utilized; 
by Charles Cumpston, contributing editor 
(Word Processing, Dec., p. 92). 


A/M’s Line Up 
Of Equipment Features 
for 1978 


During 1978, Administrative 
Management will continue its 
coverage of what’s available in 
the area of vital equipment 
for the office with the “Tools 
of Administration” feature and 
other systems-oriented articles. 

These articles are designed 
to offer the busy manager-in- 
charge an organized look at 
what the market has to offer 
for specific applications, how 
the latest technological de- 
velopments will affect pro- 
cedures, as well as a display 
of the newest products in a 
given area. 


JANUARY 

Annual equipment overview 
Computer-output-microfilm 
FEBRUARY 

Offices of the Year 

Seating 

MARCH 


Office security 
Mailroom systems 


APRIL 
PABXs 

Repro finishing 
MAY 
Distributive data processing 
Microfilm 

JUNE 

Text editors 

Lighting 

JULY 

Training packages 
Calculators 

AUGUST 

Electronic mail 

Optical character recognition 
SEPTEMBER 

Motivational programs 
Information destruction 
OCTOBER 
Workstations 
Dictation 
NOVEMBER 
Energy controls 
Photocomposition 
DECEMBER 
Copiers 

Memory typewriters 
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